CIHM 

Microfiche 

Series 

(lUlonographs) 


ICIMH 

Coiiection  de 

microficties 

(monograptiies) 


H 


Canadian  Institute  for  Historical  Microraproductions  /  Institut  Canadian  da  microraproductions  historiquaa 


Tachnieai  and  tibiievraphie  NotM/MotM  taehniquM  «  bibiiographiquM 


Th«  Institut*  has  attampted  to  obtain  tha  baat 
oriQinal  copy  availabia  for  filming.  Faaturas  of  this 
copy  which  may  ba  bibliographieaUy  untqua. 
which  may  altar  any  of  tha  imagaa  in  tha 

reproduction,  or  which  may  significantly  changa 
tha  usual  mathod  of  filming,  ara  chackad  balow. 


L'Institut  a  microfilma  la  maillaur  axamplaira 
qu'il  lui  a  M  possible  da  se  procurar.  Las  details 
da  cat  aiamplaira  qui  sont  paut-*tra  uniquas  du 
point  da  vua  bibliographiqua.  qui  pauvant  modifier 
una  image  reproduite.  ou  qui  peuvent  eiiger  une 
modification  dans  la  mAthoda  normale  de  fllmage 
sont  indiquto  ei<dassous. 


0 


Coloured  covers/ 
Couvartura  da  coulaur 


□ 


Coloured  pages/ 
Pagas  da  eouiour 


1^  Covers  damagad/ 


Couvartura  andommafiia 


E Pages  damaged/ 
Pagas  andommagAas 


□ 


Covers  restored  and/or  laminatad/ 
Couvartura  rastaur*e  at/ou  patlicul4a 


n 


Pages  restored  and/or  laminated/ 
'  Pagas  rastaurtes  at/ou  palliculAes 


□ 


Cover  title  missing/ 

Le  titre  de  couvartura  manque 


tges  discoloured,  stained  or  foned/ 
^qn*  d^colories.  tachatAes  ou  piquees 


□ 


Coloured  maps/ 

Cartas  giographiques  en  couleur 


>i«jes  detached/ 
Pages  detachees 


u 


Coloured  ink  (i.e.  other  than  blue  or  black)/ 
Encre  de  couleur  (i.e.  autre  que  bleue  ou  noire) 


Showthrough/ 
Transparence 


□ Coloured  plates  and/or  illustrations/ 
Planches  et/ou  illustrations  en  couleur 

□ Bound  with  other  matarial/ 
Rail*  avae  d'autraa  documents 

□ Tight  binding  may  eauaa  shado«vs  or  distortion 
along  interior  margin/ 

Lareliure  serree  peut  causer  de  I'ombre  ou  da  la 
distorsion  le  long  de  la  marga  intAriaura 

□ Blank  leaves  added  during  restoration  may 
appear  within  the  text.  Whenever  possible,  these 
have  been  omitted  from  filming/ 
It  se  peut  que  certaines  pagas  blanches  ajout^es 
lors  d  une  rastauration  apparaissent  dans  le  texte. 
mais.  lorsqua  cala  Atait  possible,  ces  pagas  n'ont 
pas  it*  film«as. 


0 Quality  of  print  varies/ 
Qualita  mAgale  de  I'impression 

□ Includes  su».plementary  material/ 
Comprend  du  material  supplementaire 

□ Only  edition  available/ 
Seule  Edition  disponible 

□ Pages  wholly  or  partially  obscured  by  errata 
slips,  tissues,  etc..  have  been  refilmed  to 
ensure  the  best  possible  image/ 
Las  pages  totalemant  ou  partiellement 
obscurcies  par  un  feuillet  d'errata.  une  pelure. 
etc..  cnt  M  fllmaes  A  nouveau  de  facon  a 
obtenir  la  maiHeura  image  possible 


□ Additional  comments:/ 
Commantairas  supplAmantairat; 


This  itam  is  filmed  at  tha  reduction  ratio  cheeked  below/ 

Ce  document  est  film*  au  taux  da  rMuetion  indiqu*  ei-dessous. 

10X  14X  18X 


1 

1 

12X  16X  20X  MX  28X  32X 


Tha  copy  filmed  h«r«  hM  bMn  wprodiwd  thanks  L'«xamplair«  fHmd  fut  raproduit  grica  A  la 

ta  tha  ganarosity  of:  g4n«roait*  da: 

Toronto  Reference  Library  Toronto  Reference  Library 


Tha  imagas  appaaring  hara  ara  tha  baat  quality 
poMibIa  considaring  tha  condition  and  lagibility 
of  tha  original  copy  and  in  kaaping  with  tha 
fNniing  aantfaat  a|MalfiBationa« 


Original  copiaa  in  printad  papar  covara  ara  filmad 
baginning  with  tha  front  eovar  and  anding  on 
tha  laat  paga  with  a  printad  of  Muaciatad  impraa* 
sion,  or  tha  back  covar  whan  appropriata.  All 
othar  original  copiaa  ara  filmad  baginning  on  tha 
first  paga  with  a  printad  or  illustratad  imprat- 
aion.  and  anding  on  tha  laat  paga  with  a  printad 
Or  NniaifMao  impraaiion< 


Tha  laat  racordad  frama  on  aach  microficha 
•hall  contain  tha  symbol        (maaning  "CON- 
TINUEO'  i.  or  tha  symbol  ▼  (moaning  "END"). 
wM^wvaf  appliaa> 

Mapa.  platas.  charta,  ate.  may  ba  filmad  at 
tfffarant  raduetion  ratioa.  Theaa  toe  larga  to  ba 
antiraly  included  in  on?  axpoMire  are  filmed 
baginning  in  tha  upper  left  hand  corner,  left  to 
right  end  top  to  bottom,  as  many  frames  as 
required.  The  following  diegrama  illuatrata  the 
menwOt 


Les  imeges  suivontss  ont  M  raproduitas  avac  la 
plus  grand  soin.  compta  tanu  da  la  condition  at 
de  le  neneta  do  I'exemplaira  fiimi,  et  en 
conformita  evec  lee  aonditiona  du  contrat  da 
fUmagp. 

Les  exemplaires  originaux  dont  la  couvertura  an 
papier  eet  ImprimOe  sent  filmOa  an  eommen^ent 
per  le  premier  plat  at  an  terminam  salt  par  la 
darniere  pege  qui  comporte  une  amprainta 
d'imprassion  ou  d'illustration.  soit  par  la  second 
plat,  salon  le  ces.  Tous  ies  autres  axamplairaa 
originaux  sent  filmte  an  commenfant  par  la 
pramiAfa  paga  qui  aompofM  une  empremte 
d'impreasion  ou  d'illustration  et  en  terminant  par 
la  darni*re  pege  qui  comporte  une  telle 
ampfainta. 

Un  das  symbolea  suivants  apperaltra  sur  la 
darniire  image  de  cheque  microficha.  salon  la 
cea:  le  symbole        signifie  "A  SUIVRE".  le 
aymbola  ▼  signifie  "FIN". 

Les  cartes,  plenches.  tableaux,  etc.,  peuvent  itre 
fiimde  A  dee  taux  da  riduction  diffArants. 
Loraqua  la  document  eat  trap  grand  pour  Atra 
reproduit  en  un  soul  cliche,  il  est  filmi  A  pertir 
de  Tangle  supArieur  gauche,  da  gauche  A  dreite. 
et  de  heut  en  bes.  en  prenent  le  nombre 
d'imeges  nAcesseire.  Lee  ittagrammae  auivanu 
iUuatrant  la  mAthoda. 


1 

2 

3 

4 

5 

6 

1.0 

  U  Hi  |2.2 


I.I 


Hi 
Ik 


|40 


20 

1.25  1^  ^ 


MICROCOPY  RESOLUTION  TEST  CHART 
NATIONAL  BUREAU  OF  STANDARDS 
STANDARD  REFERENCE  MATERIAL  1010a 
(ANSI  and  ISO  TEST  CHART  No.  2) 


r 


Dominion  School 
Telegraphy  and  Railroading 

TORONTO,  ONTARIO 


PRACTICAI.  INSTRUCTIONS  AND  SPCCIAI.  LKCTUNM  IN 

RAILROAD  AND  OOHMMROIAL  TELEGRAPHY 

FREIGHT,  TICKET,  BAGGAGE  AND 
GENERAL  STATION  WORK 

9KCOMD  EOmOft 
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TELEGRAPHY 

PART  e 


Dominion  Sciiooi.  or  TEiiKQRAi'uy  and  Uailroadino. 


HOW  TO  STUDY. 

1.  The  les.s(His  iiro  divided  into  pjirts  and  nimilit'i cd,  and 
are  only  supplied  to  the  stiuleul  hs  he  progresses  with  his 
Htudies.  Stndy  a  few  piifres  at  a  time.  Do  not  skip  from  one 
section  of  the  paper  tn  iinoihi  r.  If  there  are  any  Mtatements 
yon  do  not  iintlerstand.  ask  the  instrm'tor.  or  drop  us  a  I'ard  or 
letter,  advising  wliat  seetion  and  page  you  are  liaviiig  dillieully 
with,  and  we  will  explain  the  matter  in  detail.  Review  thor- 
oiifrhly.  and  write  out  the  answers  to  the  test  questions  :!t  ih  ' 
end  of  this  paper,  and  send  or  hand  iji  your  work  'or  eritiei*«i. 
Your  elass  letter  and  number  is  given  you  on  ^  lur  certi*  .  ate 
of  eiuolnu  nt,  and  it  is  important  that  you  put  thi.s  on  your 
examinations,  as  well  as  an\  letters  you  write  to  the  s<  le"i|s 
Failing  to  write  tiiis  on,  will  eause  delay  in  answering  let?-  r^ 
or  returning  examination  work.  Send  one  examination  at  a 
time.  Don't  write  out  the  examination  fpiestions  Ihems.  ives 
I'se  the  nund)er  of  the  (|nestions  and  write  out  .  o\ir  answer. 
In  writing  the  answers,  simply  head  your  paper  thus: — 

Answers  to  Test  (Questions.   Telegraphy  Part-  (^. 

(Voiu"  Name,  Class  Letter  and  Numiier  i 

(Your  Address) 

(Date) 


2.  We  desire  to  get  in  elose  toueii  wi  li  you  in  your 
studies,  and  would  ask  that  you  keep  us  informed  regarding 
your  progress  and  any  difficulties  you  mTjy  meet  with  in  your 
studies. 


V-  v.: 


DuMiMiON  School  or  Tblbouphy  and  K  vii^oadinu. 


3.  In  Coniiiiprftial  TeleKrHph.v.  yon  Imvo  to  deal  with  tele- 
gnimH.  fur  which  thiTc  is-  a  charKe,  whert  jw,  in  railway  work,  tde- 
graius  are  sent  h.-twccn  offic«'s  without  ciijTfCP.  It  will  be 
notieed  that  sonu'  fompanii'H  call  tcIegraiiiH  "messageH."  Both 
worda  mean  Ihe  Mine  thing  from  a  telegrapKie  atandpoint. 

4.  While  in  praefical  wo-k.  it  would  be  necessary  to  put 
yourself  in  the  position  of  a  receiving  clerk  to  eheck  the  rate 
lii  fdtc  it  is  sent  and  while  the  rules  in  the  receiving  department 
conic  Hist,  yet  as  students  you  must  learn  how  to  telegraph, 
how  to  go  through  the  proper  form  of  transmitting  a  telegram 
and  at  the  same  time  learn  the  rules. 


OBDIE  OF  TEAHUIIIlIOir. 


In  sending  a  message  the  operator  must  observe  the  follow- 
ing order  of  transmission. 

(1)  He  must  state  whether  for  the  office  with  which  he  is 
working,  or  for  an  office  beyond,  by  prefixing  "city"  or 

"through." 

(2)  The  number  of  the  message. 

(3)  The  operator's  personal  signal. 

(4)  The  check  of  the  message. 

(5)  The  place  from  and  the  date  of  the  message. 

(6)  The  address  of  the  message. 

(The  name  of  the  originating  and  delivering  offices  must  be 
written  in  full  and  the  Province  or  State  given  in  every  cose.) 

(7)  The  body  and  signature  of  the  message. 
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A  ComiiMPOliii  M^gimm 

Porni  2. 

TMB  DOMINION  SCHOOL  TBLBORAPH  Ca 

TI-kMS  \\M  CONUITIONS 
All  iTic««*.iK»'^  iirt*  r*-iri\t'U  h>  (his  Cimipanv  lor  trantmiiiWi*!!  subjti-t       thf  ti-rmw  •ihJ 
i  »nklitliin»  Hhi>  h  havi-  brrn  .iKrerd  tt<  h>  the  Mnuk-r  M  the  Mliiwinir  memagv.   Ttm  m 
iin  >iiirt'p>'.iifilmn<»iiKr.  anj  i«  Jrlivm  J  h>  rcquent  of  the  actolrr  uit4er  IIwm<  n>iMiiti«n>>. 


nEASE 

mm  I 


Sunt  ( No.  >  j  Skxt  bv 


Kk4'  I>hy  i  TiMf  Sknt  iTimk  Km  i>.|  Chki  k 

j.O.       4.«3p.m.  I  ICK) 


Mend  the  '  Uuwlac  mtmrngt,  «ib)o.t  lt>  ih*  ■fain'*  Itrnw.  i  ^'''^ 
wMrliarat  •■  'y «gi*«J to.  L  ;   

(Fm)  Turonto.  Ont.,  Dee.  30  1912 
(To)  liiivl-  Furniture  Co. 
.vluiitreal 

Que.  (Period) 
Wire  date  forwarding  of  oar  order  M481  Dec.  8th. 

(Sig.) 

J.  H.  FALLIS  &  CO. 


.').  The  st  iuling  operator  would  transmit  the  ab  >ve  tele- 
gram as  follows: — 

City  No.  1  G  CK  V.i  Taid  FM.  Toronto,  Out.  30 

To  Davis  Furniture  Company,  Montreal,  Que.  (period) 

Wire  date  forwarding  of  our  order  .M.481.  Dec  8th.  (Sig.) 

.1.  H.  Falii.s  &  Co. 
You  will  notice  this  is  sent  in  the  regular  order  of  trans- 
mission as  shown  in  paragraph  4.  After  the  sending  operator 
transmits  this  message  and  receives  the  personal  signal  of  the 
receiving  operator,  he  writes  liis  down  under  the  heading  of 
"Received  By,"  and  then  fills  in  the  time  the  message  wa.s 
sent. 

The  receiving  operator  will  put  down  the  time  of  day  he 
received  the  message  under  the  heading  of  "Time  Received," 
but  t  will  be  noticed  that  the  abbreviations  shown  in  paren- 
thesis are  not  copied  down  by  the  receiving  operator,  as  the 
form  itself  illustrates  what  is  meant  by  these  abbreviations. 
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A  COMMERCIAL  TELEGRAM— Contianed 

In  the  check  of  the  telegram  you  will  notice  the  abbrevia- 

tion  CK.  shown  in  parenthesis,  but  the  sending  operator  trans- 
mits this  to  inform  the  receiving  operator  of  the  cheek  of  the 
message.  The  same  may  be  said  regarding  the  abbreviation 
"Sig,"  wliich  precedes  the  signature  or  sender  of  the  telegram. 
Please  notice  that  the  sending  operator  docs  not  transmit  the 
month  or  tiie  year,  but  it  is  absolutely  necessary  for  the  receiv- 
ing opmtor  to  fill  this  is.  As  students  find  this  very  difficult 
to  do  at  the  same  time  they  are  receiving  a  message,  it  is  sug- 
gested that  after  the  entire  message  has  been  sent,  you  fill  in 
the  month  and  year,  together  with  the  time  you  receive  it. 


PBINTED  FORMS. 

6.    As  pro]>er  printed  Telegraph  blanks  are  supplied  for 

writing  thesi'  Telegrams,  they  are  printed  to  illuslratc  all  nf  the 
above  part.s  of  the  telegram.  1st:  The  place  that  the  message 
is  sent  from  is  preceded  by  the  word  "Prom"  printed  on  the 
form.  The  address  is  preceded  by  the  word  "To"  printed  on  the 
form.  The  sending  operator's  personal  signal  is  shown  under 
the  wording  "Sent  by,"  etc.  Therefore,  if  the  sending  opera- 
tor's personal  signal  was  "C"  the  letter  C  would  be  put  under 
the  heading  "Sent  by."  As  soon  as  the  mcss.igo  is  tninsinitted. 
the  receiving  operatoi'  acknowledges  same  liy  opening  tlu;  key 
and  writing  "O.  K."  (giving  liis  personal  signal)  which  is  en- 
tered on  the  form  under  the  heading  "Received  by."  Please 
l)ear  in  mind  that  the  s(>nding  operatnr  and  .ilso  the  receiving 
operator  put  down  each  other's  personal  signals,  together  with 
the  time  of  day  the  telegram  was  sent  and  received. 

It  Mill  he  noticed  that  while  the  sending  operator  actually 
makes  certain  telegraphic  characters  on  the  key,  the  receiving 
operator  dries  not  write  them  down,  for  the  simple  reason  that 
most  of  them  are  ali'eady  printed  on  the  form. 
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0ABIIN8E1IDIN0. 

7.  All  operators  must  cultivate  a  steady  and  careful  style 
of  transmission,  making  each  letter  distinctly,  and  separating 
words  and  initials.  All  breaking  up,  repeating  and  interruption 

must  be  avoided. 

The  sending  operator  must  regulate  the  transmission  of  a 
menage  to  rait  the  ability  of  the  receiving  operator.  While 

working  Avitli  inexperienced  operators,  extra  care  must  be 
♦aken  and  every  precaution  used  lo  truard  against  mistakes  and 
the  necessity  for  calling  for  repetition. 

All  the  figures  and  words  in  the  check  of  a  message  must 
be  transmitted,  except: 

( 1 )  The  amount  of  tolls  in  case  of  a  prepaid  message  to  a 
"this"  line  office. 

(2)  The  reason  why  free  in  case  of  a  free  message. 

EXPLAINING  THE  FORM  OF  SENDING. 

8.  The  symbol  HIl  is  an  abbreviation  that  precedes  the 
first  telegram  sent  to  an  office,  but  in  the  ease  of  having  two 
telegrams  for  the  same  office  it  would  not  be  made  the  second 
time,  but  instead  tiie  abbreviation  AIIIl  for  the  second  one. 
which  simply  means  "another."  IIR  is  used  in  practical  work 
and  simply  means  "Here  is  a  message."  "City"  means  that 
the  telegram  is  for  the  office  that  is  receiving  it.  If  a  message 
were  being  sent  from  Woodstock  to  ^lontreal,  it  would  have 
to  be  repeated  by  the  Toronto  office.  The  Woodstock  ofHiee  in 
sending  it  to  Toronto  would  write  instead  of  "city"  the  ab- 
breviation "TRU"  which  means  "through."  "No."  bas  refi  r- 
ence  to  the  number  of  telegram  sent  to  each  individual  office 
each  day.  Thns  if  you  were  sending  five  telegrams  to  one  office 
they  would  be  numbered  in  numerical  order;  but  if  you  were 
sending  five  telegrams  to  five  diflferent  offices  each  would  be 
preceded  with  No.  1  for  each  office.  The  (office  call)  shown 
in  some  telegrams  indicate  where  the  telegram  is  being  sent 
from.  The  personal  signals  of  the  operators  indicate  the  sen- 
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E3CPLAININC  THE  FORM  OF  SCNDING— Coatimwd 

der  and  receiver  of  the  telegram.  The  time  of  day  the  tele- 
gram is  seat  and  received  must  always  be  shown  in  the  space 
provided.  The  (check)  has  reference  to  the  number  of  word« 
charged  for  and  must  be  shown  as  ' '  paid, "  "  collect ' "  or  "  free. ' ' 
The  sign  FM  is  a  sisrnal  that  precedes  the  place  the  telegram 
is  from.  Following  this  on  the  same  line  is  the  date  with  month 
and  year.  The  sign  (TO)  precedes  the  address,  which  must  be 
written  on  a  separate  line.  The  period  is  transmitted  to  pre- 
cede the  body  of  the  telegram.  The  abbreviation  SIG  (for 
signature)  follows  the  body  of  the  message  and  precedes  the 
sender  of  Uie  telegram.  While  the  SIG.  is  always  transmitted, 
it  is  never  Avritten  down  by  the  receiving  operator,  neither  is 
it  necessary  to  make  the  period  following  the  SIG. 

mPOBTAMOE  OF  PRACTICING  COMMEBOIAL 
TELEGRAMS. 

9.  From  a  student's  standpoint  the  practice  of  transmit- 
ting commercial  telegrams  is  absolutely  essential,  in  order  to 
get  the  form  impressed  upon  the  memory.  In  no  other  way 
can  you  get  this  information  except  by  constant  practice.  It 
is  quite  a  simple  matter  to  write  out  a  telegram  yourself,  or 
use  ones  that  are  supplied  to  you  by  the  school  for  practice 
purposes,  but  in  writing  them  out  yourself,  it  gets  you  familiar 
with  how  to  count  the  number  of  words  in  the  body  of  the  tele- 
gram, and  in  this  connection  it  will  be  noticed  that  the  ehecik 
of  the  telegram  ii  always  filled  in  laik. 

This  practice  work  would  be  the  same  as  if  you  were  work- 
ing in  an  oflBce  and  a  person  handed  you  a  telegram  to  be  sent, 
it  would  be  necessary  for  you  to  count  the  number  of  words, 
in  order  to  know  what  to  charge.  As  soon  as  these  words  are 
counted  you  enter  the  number  on  the  form  after  the  word 
"check,"  writing  whether  paid  or  collect.  In  practicing  trans- 
mitting such  telegrams,  always  put  down  the  receiving  opera- 
tor's personal  signal  with  the  time  of  day  you  sent  the  tele- 
gram. If  you  were  practicing  this  alone,  you  would  have  to 
imagine  an  operator  at  the  other  end  of  the  wire  copying  the 
message  down  and  acknowledging  it  to  you.  Then  yon  can  put 
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yourself  in  the  position  of  the  receiving  operator  and  fill  out 
the  form  in  precisely  the  same  way.  The  only  noticeable  differ- 
ence would  he  the  personal  signals  would  be  reversed  aiid  the 
time  of  (lay  you  received  the  message  would  be  i)ut  in  the  pro- 
per place  instead  of  under  the  heading  "time  sent."  If  you 
cannot  go  through  the  form  of  transmitting  a  commercial  tele- 
gram out  of  your  head  without  writing  it  down  on  paper,  it 
shows  that  you  haven't  had  sufficient  practice. 

WORDS  TO  BE  COUNTED  AND  CHABaSD  FOR. 

10.  As  the  charge  for  sending  telegrams  is  based  on  10 
words,  it  is  important  to  know  how  to  count  the  number  of 
words  in  a  telegram.  The  number  of  words  are  shown  between 
the  address  and  the  signature,  which  is  commonly  called  the 
body  of  the  telegram.  After  counting  these  words,  you  put  the 
number  in  the  space  provided  on  tiie  telegram  which  is  called 
the  "check"  which  indicates  the  number  of  words  charged  for. 

11.  A  prepaid  telegram  is  one  upon  which  the  charges  are 

paid  in  advance.   A  eolleet  telegram  is  one  upon  which  the 

charges  are  collected  at  destination. 

In  a  prepaid  message  the  under  mentioned  words  must  be 

counted  and  charged  for,  viz. : 

All  words  in  an  extra  date.    (See  heading  Extra  Dates.) 
All  extra  worils  in  an  address.* 

All  words,  figures  and  letters  (as  per  Art.  14)  in  the  body 
of  a  message. 

All  signatures,  when  there  are  more  than  one,  except  the 

last. 

All  words  after  the  last  or  the  only  signature. 

In  the  check,  the  words  "Deliver  and  report  charges." 
"Collect  delivery  charges."  "Report  delivery."  and  "Repeat 
back,"  or  any  other  directions  in  regard  to  delivery  or  other 
matters.   (See  Arts.  51,  52  and  53.) 


*In  the  address  of  a  message  to  one  person,  or  to  a  firm,  or  to  "Mr.  and 

Mrs.  , ' '  there  are  no  extra  words ;  but  in  the  address  of  a  mewwge  to 

either  of  two  or  more  Tsons  in  the  same  place  or  town,  as  ♦  ■  "John  Stnith, 
80  Tonge  St.,  Toronto,  or  James  Brown,  9  King  Street  East,  oronto,"  there 
are  eight  extra  words,  viz.:  "or  James  Brown,  0  King  Street  East,  Toronto," 
wMeh  nntt  be  iaeluded  is  the  eount  aad  ebargecl  tar. 
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WORDS  TO  BE  COUNTED  AND  CHARGED  FOR^Cootinned 

In  collect  messages  the  word  "Collect"  in  the  check  will  be 
counted  but  not  charged  for. 

When  a  message  bears  two  or  more  addresses,  and  delivery 
is  to  be  made  to  each  address,  it  must  be  charged  for  as  two  or 
more  messages,  as  the  case  may  be.t 

EXTRA  DATES. 

12.  Whenever  a  message  which  has  come  over  the  line  of 
any  other  telegraph  company  is  otl'ered  at  a  place  not  indicated 
by  the  tariff  book  of  this  company  as  the  proper  place  for  such 
message  to  icnch  Groat  North  Western  lines;  or  whenever  a 
message  is  received  at  any  olTice  by  mail  to  be  forwarded  by 
telegraph;  or  in  case  a  persciu,  having  received  a  message, 
request  the  same  to  be  forwarded  to  another  place;  or  if  a  per- 
son leave  town  before  the  arrival  of  an  expected  message,  and 
it  be  forwarded  to  him;  in  each  of  these  instances  the  name  of 
the  place  where  the  messages  originated  and  the  date  must  be 
counted  and  charged  for  as  a  part  of  the  message.  For  example, 
if  the  following  message  should  pass  over  the  line  of  another 
telegr!  ph  company  from  Jiuffalo  to  Toronto,  or  through  the 
mail,  or  be  received  by  any  other  person  than  the  addressee  by 
telegraph  or  mail,  or  should  arrive  by  "this"  line  after  the 
addressee  has  left  town  and  a  request  be  made  that  it  be  for. 
warded  to  Montreal,  it  will  be  .sent  as  follows : 

Buffalo,  N.Y.,  Oct.  24. 

Via  Toronto,  Oct.  24. 

John  Blown,  Jlontreal,  Que. 

Meet  me  next  Monday,  at  two  o'clock  in  the  afternoon. 

H.  Smith. 

15  paid. 

There  is  thus  charged  and  counted  for,  as  a  part  of  the  message, 
the  five  words,  "Buffalo,  N.Y.,  Oct.  24." 


tA  message  addressed  for  example,  to  "W.  Brou  n,  No.  26  Broad  SI., 
N.  Y.,  and  B.  WelU,  No.  60  Exchange  Place,  N.  Y.,"  must  be  charged  for 
as  two  messages.    The  additional  addrasa  will  not  be  coaaidered  aa  extra 

words. 

The  address  "John  Smith,  Oeorae  Jones  and  Samuel  White,"  (a  one 
address  or  three)  indicates  that  three  messages  are  to  be  delivered  and 
three  dumld  tberafore  be  dterged  iot . 
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FORWARDED  MESSAGES. 

13,  When  a  message,  which  is  to  be  forwarded,  is  a  "re-  . 
ceived  collect"  message,  the  forwarding  office  must  chec\<  it  so 
that  the  tariff  from  that  office, to  destination  will  appear  in  the 
check  as  "this"  line  tolls,  and  the  tariff  from  the  originating 
office  to  the  forwarding  office  a^  "other"  line  tolls. 

Suppose  the  tariff  from  Buffalo  to  Toronto  to  be  35  and 
2,  and  from  Toronto  to  Montreal  25  and  1,  and  a  ten  word  mes- 
sage (as  per  nbove  example)  has  been  sent  "coUeet"  by  Buf- 
falo to  Toronto  which  the  latter  office  is  to  forward  to  Mont- 
real; Toronto  will  check  the  message  (counting  five  extra 
words),  "16  collect  30  and  35."  The  30  (tariff  from  Toronto 
to  Montreal)  represents  the  "this"  line  tolls  for  fifteen  words, 
and  the  35  (tariff  from  Buffalo  to  Toronto)  represents  the 
"other"  line  tolls  for  ten  words. 

HOW  NAMES  ARE  COUNTED. 

14.  In  founting  a  message,  dictionary  words  (i.e.,  words 
taken  from  one  of  the  following  languages,  namely,  English, 
Ciorman.  French,  Italian,  Dutch,  Portuguese,  Spanish,  and  Lat- 
in), initial  letters,  surnames  of  persons,  names  of  cities,  towns, 
villages.  States,  or  territories,  or  les  of  the  Canadian  pro- 
vinces, will  be  counted  and  cha  i  for  each  as  one  word. 
Abbreviations  of  the  names  of  cities,  towns,  villages,  States, 
territories  and  provinces  will  be  counted  and  charged  for  the 
same  as  if  written  in  full.  In  names  of  countries  or  counties, 
all  the  words  will  be  counted  and  charged  for.  Abbreviations 
of  weights  and  measures  in  common  use  will  be  counted  each  as 
a  word. 

Figures,  decimal  points  and  bars  of  division  will  be  count- 
ed— each  separately — as  one  word.tt  In  groups  consisting  of 
letters  and  figures  each  letter  and  figure  will  be  counted  as  one 
word. 

In  ordinal  numbers  the  affixes  st.,  d.,  nd.,  rd.,  and  th.  will 
each  be  cotmted  as  one  word. 

All  groups  of  letters,  when  such  groups  are  not  dictionary 
words  or  combination  of  dictionary  words,  will  be  counted  at 
the  rate  of  five  letters  or  fraction  of  five  letters  to  a  word. 

ttTo  prevent  liability  to  error,  numbers  and  amounts  should  be  written 
in  words,  and,  when  not  so  written,  the  receiving  clerk  will  request  that  it 
he  done.  If  the.  customer  refuses  to  write  the  amounts  in  words,  the  m¥h 
■tge  will  be  accepted  as  written  and  counted  accordingly. 
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HOW  NAMES  ARE  COUNTED -Continued 

•  When  such  groups  are  made  up  of  combinations  of  dictionary 
words,  each  dictionary  word  so  used  will  be  counted  as  one 
word. 

To  facilitate  the  cliecking  of  messages  by  receiving  opera- 
tors, in  cases  where  irregular  code  words  are  counted  double 
under  the  amended  rule,  (lomestic  messages  (-(mtainiiig  words 
double  counted  shall  bear  a  double  check;  as  for  instance, 
"21-17  paid" — the  first  timup  of  numerals  representing  the 
numl)er  of  chargeable  words  and  the  last  the  number  as  written 
by  the  sender. 

If  any  question  arises  as  to  the  proper  counting  of  any 
words  in  a  domestic  code  message,  they  should  be  sent  as  writ- 
ten and  the  case  then  referred  to  the  general  manager  for  deci- 
sion, it  being  understood  that  sender  will  pay  any  necessary 
extra  tolls. 

(Code  words  are  not  allowed  in  Night  Letters.) 
See  examples  illustrating  the  application  of  this  rule  in 
Tariff  Book  Rule  4. 

OOUHTINO  WOSDS  IN  OODl  AMD  OTPHBR  imSAOBS. 

A  code  message  is  one  that  is  made  up  of  words,  figures, 

etc..  and  is  usually  only  understood  by  the  sender  and  receiver 
of  the  telegram.  The  message  must  be  transmitted  exactly  as 
written  by  the  sender.  Each  word,  figure,  punctuation  mark,  etc., 
is  to  be  counted  as  one  word.  In  sending  groups  of  figures,  count 
one  for  each  three  figures  and  fractions  of  three.  Thus  in  four 
set.s  of  "figures  it  would  be  counted  as  two  words,  but  if  the 
figures  were  shown  with  a  comma  'ti  between,  each  figure 
would  count  as  one  word. 

CHECK  OF  TELEQRAMS. 

15.  In  handling  a  collect  telegram,  it  is  the  same  exactly 
as  a  paid  telegram  with  the  exception  of  the  word  "Collect." 
This  is  added  to  the  number  of  words  in  the  check,  but  not 
charged  for.  Thus,  if  you  were  .wnding  a  telegram,  the  regular 
check  being  10  words,  you  would  put  in  the  space  provided 
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CHECK  OP  TELBGRAMS-Contiimed 

"11  (^olk'ct,"  whereas  if  it  were  s.  iit  paid  you  would  put  it  in 
as  "10  Paid."  However,  while  the  word  "Collect"  is  couutod 
as  one  word  and  included  in  the  cheek,  it  is  not  actually 
charged  for.  The  charge  on  u  10  word  paid  telegram  locally 
is  2')c.  but  if  the  check  were  "11  Collect."  the  charge  would 
be  the  same. 

16.  The  check  upon  a  paid  or  collect  message  must  be 
made  in  accordance  with  the  following  examples: 

The  check  of  a  ten  word  message  to  a  "this"  line  office 
will  be,  for  example 

"10  paid  2r>"— or, 
"11  collect  " 

The  check  of  a  ten  word  Night  rate  message  to  a 
"this"  line  office  will  be,  for  example, 
"10  paid  Night  25."— or, 
"11  collect  Night." 

The  i  lieck  of  a  ten  word  message  to  an  "other"  line 
office  will  be,  for  example, 

"10  paid  25  and  30  via  Toronto"— or, 
"11  collect  25  vk  Toronto." 

The  check  of  a  ten  word  Night  rate  message  to  an 
"other"  line  otfiec  will  be,  for  example. 

"10  paid  Night  25  and  25  via  Toronto," — or 
"11  collect  Night  25  via  Toronto." 

The  check  of  a  ten  word  message  for  special  delivery 
from  a  "this"  line  office,  when  the  delivery  charges  are 
known,  will  be,  for  example, 

"10  paid  25  and  1.00  delivery," — or, 

"11  collect  25." 

If  the  delivery  charge  be  unknown,  the  check  will  be, 
for  example, 

"i:i  paid  28  report  delivery  charges,"— or. 
"11  collect." 
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CHECK  OF  TELEGRAMS— Cot.tinued 

If  the  delivery  charge  from  an  "other"  line  ofBce  be, 
for  example,  50  cents,  and  the  "other"  line  rate  25  cents, 
the  cheek  will  be 

"10  paid  25  and  75  via  Toronto,"— or, 
"11  foiled;  25  via  Toronto." 
(The  75  includes  25  cents  "other"  line  tolls  and  50 
cents  for  deliveiy.) 

When  a  message  requires  to  be  mailed  to  reach  its 

destination,  the  receiving  clerk  must  collect  for  postage 

and  add  to  the  check  thus : 

"10  paid  25  and  mail." 

FBEE  OR  DEADHEAD  TELEGRAMS. 

17.  Special  permits  or  "franks,"  as  they  are  commonly 
called,  are  issued  to  persons  who  are  entitled  to  send  messages 
free  over  the  line  of  the  company  you  are  employed  with. 
These  "franks"  are  of  two  classes,  viz.: 

Th«  BwdiMM  Fnak. 

This  frank  entitles  the  holder  to  send  messages,  and  receive 

answers  thereto,  upon  the  class  of  business  indicated  on  the 
frank,  but  does  not  cover  messages  of  a  personal,  social  '  r  poli- 
tical character. 

It  is  good  only  within  the  territorial  limits  defined  thereon, 
and  a  message  for  a  "this"  line  otfice  beyond  such  limit  must 
be  charged  for  from  the  place  of  origin  to  the  place  of  destina- 
tion. 

The  number  of  the  frank  must  be  inserted  in  the  check  of 
the  message,  which  must  be  signed  by  the  person  to  whom  the 
frank  is  issusd. 

The  OompHmentMry  (Stamp)  Wnak. 

This  frank  entitles  the  holder  to  send  messages,  and  receive 

answers  thereto,  of  a  personal  social  character,  but  does  not 
cover  messages  of  a  business  or  political  nature. 
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PRBB  OR  DEADHEAD  TELEGRAMS -Continued 

The  cover  of  the  books  of  stamps  must  be  produced,  and  a 
stamp  therefrom  affixed  to  every  message  of  20  words  or  less, 
and  an  additional  stamp  for  every  additional  20  words  or  frac- 
tion thereof. 

Answers  may  be  franked  by  afBzing  the  neeessary  stamps, 
as  above. 

For  messages  to  Western  Union  offices  which  are  offered 
by  holders  of  Great  North  Western  franks,  the  receiving  clerk 
must  charge  the  ordinary  rate  ItM  25  and  2,  no  message  to  be 
accepted  for  less  than  25  and  2,  and  check  such  messages  thus 
(supposing  the  ordinary  rate  to  be  60  cents),  for  example: 

"10  D.  H.  G.  N.  W.  Frank  No.  ,  and  paid  35  cents,"  or, 

"11  D.  H.  6.  N,  W.  Prank  No.  ,  and  collect  35  cents. 

(The  word  "collect"  being  counted,  according  to  rule,  but 
not  charged  for.) 

For  messages  to  Western  Union  offices,  which  are  offered 
by  holders  of  Western  Union  franks,  the  receiving  clerk  must 
charge  25  and  2,  and  check  such  messages  thus,  for  example : 

"10  paid  25  and  D.  H.  W.  U.  Frank  No.  ,"  or, 

"11  collect  25  and  D.  H.  W.  U.  Prank  No.  ." 

(The  word  "collect"  being  counted,  according  to  rule,  but 
not  charged  for.) 

[For  uisi  I  actions  as  to  booking  these  messages,  see  Rule 

101  in  Tariff  Book.) 

18.  If  a  telegram  were  received  bearing  a  "frank,"  the 
check  of  same  would  be  inserted  thus,  supposing  it  to  be  10 
words:  "10  D.  H.  Frank  No.  12,"  or  whatever  the  number  may 
be. 

19.  Telegrams  of  an  officer,  agent  or  telegrapher  of  a 
railway  company  are  sent  free,  in  which  case,  the  check  of  the 
telegram  is  given  thus :  "10  D.  H.  Opr."  (Operator). 

Employees  must  not  send  free  messages  pertaining  to  the 
affairs  of  a  third  party. 
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DBuviET  or  nLioiAm. 

20.  Rule  73  states  thnt  nil  telegnUM  are  delivered  free 
within  whnt  is  considered  the  corporation  limits  of  town  or 
village.    Beyond  the  delivery  limits,  only  the  actual  cost  of 

delivery  service  iimst  he  collected.  Agents  must  exercise  a 
careful  discretion  in  the  matter  and  see  that  such  costs  are  as 
reasonable  as  possible  and  make  every  effort  to  oblige  the  cus- 
tomers. 

mnuoB  nr  sraiviiro  ahd  miDDio. 

21.  An  operator  should  be  careful  in  receiving  a  message 
which  is  transmitted  to  him  to  notice  if  he  has  the  correct  num- 

er  of  words  called  for  by  the  check.  It  is  customary  in  writ- 
ing down  messages  of  this  natui-e  to  write  five  words  to  a  line 
so  that  the  cheek  may  readily  be  distinguished  when  through 
writing.  If,  however,  the  mistake  is  still  shown,  you  advise 
the  sending  operator  and  have  him  repeat  the  first  letter  of 
each  word  until  the  word  is  found. 

22.  It  is  important  when  you  receive  a  telegram  from  a 
customer  to  read  it  over,  in  order  that  you  will  understand  the 
words  as  he  has  them  written,  and  do  not  begin  to  transmit  a 
word  until  yon  know  what  it  is.  When  a  reeeiving  operator 
finds  that  he  is  not  getting  a  message  correctly,  he  opens  his 
key  and  telegraphs  back  the  last  word  he  received. 

OOMMEROIAL  tBLBORAPR  OOMPAHm. 

23.  There  are  three  commercial  telegraph  companies  in 
Canada,  viz. :  The  Great  North  Western,  The  Canadian  Pacific 
and  Canadian  Northern.  Each  company  supply  their  offices 
with  a  Tariff  Book,  in  which  will  be  found  all  the  rules  for 
handling  the  business  and  which  contains  a  complete  list  of  the 
telegraph  offices  of  each  company  and  its  connections  with  other 
telegraph  companies,  together  with  the  names  of  many  places 
which  may  be  reached  by  telephone  or  special  delivery  from 
the  nearest  telegraph  office.  The  rates  are  also  shown  in  this 
book,  togetiier  with  rules  and  rates  for  eablM. 
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COMMERCIAL  TELEGRAPH  COMPANIES  Continued 

24.  Offices  of  the  G.  N.  W.  Telegraph  t'ompany  are  desig- 
nated by  the  letters  "0.  N.  W."  Offices  of  the  Tanadian  Paci- 
fic Telegraph  Company  are  known  as  "this  lint>"  offices  and 
are  indicated  l)y  the  letters  "C.  P."  placi-d  iK-foic  tho  name. 
Offices  of  the  Canadian  Northern  Telegraph  Company  are  indi- 
cated in  the  same  way  as  the  C.  P.  R.,  with  the  exception,  of 
course,  that  C.  N.  would  be  placed  »>eforc  the  name  of  the 
place. 

25.  "Other"  line  teU'tjruph  offieen  are  indicated  by  single 
stars,  thus:  *Brilliant. 

26.  Stntiiins,  i)lnws,  cstablislinicnts.  institutions  to  wlii<'li 
telegrams  are  delivered  from  the  nearest  telegraph  offices  are 
indicated  by  two  stars,  thus :  ••Cloverdale. 

Messages  to  two  star      plaees  must  in  all  oases  »)e  prepaid. 

27.  Places  to  which  telegrams  are  delivered  by  telephone 
from  nearest  telegraph  office  are  indicated  by  three  stars, 
thus:  •••Asbuay. 

28.  The  Dominion  of  Canada  is  divided  into  Provinces 
and  the  United  States  into  States.  Thus  if  you  were  looking 
for  a  rate  to  some  point  in  Ontario,  you  would  look  in  the 
Tariff  Book  under  the  alphabetical  list  for  Ontario  and  there 
find  all  offices  to  which  you  could  accept  telegrams  for.  The 
same  method  would  apply  if  you  were  looking  for  a  place  in 
the  United  States,  you  would  have  to  refer  to  the  State  in 
alphabetical  order.  You  will  notice  at  once  the  importance  of 
seeing  that  the  address  of  the  telegram  is  complete,  as  they 
are  often  handed  to  you  without  the  Province  or  State  shown. 

RULES  FOR  COMMERCIAL  TELEGRAPH  BUSINESS. 

29.  As  previously  mentioned,  the  rules  for  handling  this 
business  are  found  ir  the  Tariff  Book.  These  rules  are  divided 
into  five  departmenla,  namely:  The  Receiving  Department; 
the  Operating  Department;  the  Delivery  Department;  the  Ac- 
counting Department  and  the  Miscellaneous  or  General  Rules. 

30.  The  Receiving  Departnwnt  covers  information  rela- 
tive to  a  cltrk  or  operator  receiving  a  telegram  for  transmis- 
sion, checking  the  rate,  etc. 
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llUUtS  FOR  COMMIKCIAL  TtLEGKAPH  TOSIMBSS  Cwli. 

31.  The  Optratfa^^  DtptrtBMBt  coven  information  rela- 
tive to  bow  the  telegrama  are  aetnally  tranimitted,  ete. 

32.  The  JMtfny  Dtparlawit  coven  information  relative 

to  the  dplivery  nf  telegrams,  filing  of  same.  etc. 

:v.\.  The  Accounting  Department  envers  iuformation  rela- 
tive to  iiiM  ituiits,  reports,  reinittiinees,  ete. 

34.  The  MiMellaneoni  Department  tovers  information 
relative  to  honn  of  duty,  correspondence,  supplies,  complaints, 
requisitions,  ete. 


QENEBAL  INFORMATION. 

35.  As  the  various  rules  for  eaeh  department  number 
abont  137.  and  as  a  great  many  of  them  are  o:  a  general  nature, 
it  is  considered  more  practical,  from  a  student's  standpoint,  to 
cover  the  most  important  ones  and  combii.e  these  with  the 
practical  work  in  sending,  receiving  and  maki'ig  out  monthly 
reports,  using  the  Tariff  Hook  itself  as  a  general  text-book. 

36.  Since  the  sending  and  receiving  are  so  closely  con- 
nected in  practical  work,  it  is  advisable  to  use  one  company's 
text-book  as  a  model  and  combine  the  various  rules  of  the  dif- 
ferent departments  in  such  a  way  that  the  students  may  easily 
understand  them.  In  doing  this,  it  will  be  found  necessary  to 
go  from  the  operating  department  to  the  receiving,  etc.,  or 
from  the  reeeiving  department  to  the  delivery  department,  or 
vice  versa;  but  in  doing  this,  the  number  of  the  rule  will  be 
referred  to  in  many  cases,  and  as  the  number  of  the  rules  come 
in  numerical  order,  it  will  not  l)e  neeessary  to  state  to  which  de- 
partment the  rule  applies.  The  G.  N.  W.  Telegraph  Company's 
Tariff  Book  will  be  used  as  a  reference,  and  rules  referred  to  in 
this  connection  may  be  easily  found  thvrein  in  the  index  at  the 
back  of  the  Tariff  Book. 
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BAm  FOB  0HABOB8. 

:n.    The  rati'  on  all  telograins  is  l);isp(i  on  1^  ;  ovt  r 

10  words  au  extra  charge  is  made.  Any  uuiube.  .tords  un- 
der 10  i»  the  aame  charge  as  10  words.  The  lowes.  harge  on  a 
10  word  basis  within  12  miles  distance  is  15  cents.  Over  12 
miles  it  -s  2")  cents.  All  extra  words  over  the  10  are  1  cent  per 
word  locally.  It  is  always  advisable  to  refer  to  Tariff  Book 
for  charge  on  extra  words. 

HOW  TO  miD  RATBIIN  0.  N.  W.  TAUIT  BOOK. 

3S.  In  receiving  a  telegram  it  is  first  necessary  to  note 
the  destination,  then  look  in  the  Tariff  Book  under  the  Province 
or  State  (whi'-h  are  shown  in  alphabetical  order)  to  see  if  yonr 
company  has  ;ai  office  there,  or  whether  it  is  to  be  sent  l>y  tele- 
phone, stage,  etc.  If  the  destination  is  in  Ontario,  opposite  the 
name  will  be  shown  the  letters  G.  N.  W.,  which  indicates  that 
the  company  has  an  office  there.  Then  by  referring  to  the  rate 
sheet,  the  rates  are  shown  for  10  words  and  also  for  additional 
words. 

39.  If  the  destination  is  to  a  point  on  another  line,  or  to 

an  office  indicated  by  one  star  or  three  stars,  placed  before  the 
name,  the  "other"  line  rate  will  he  shown  to  the  connecting 
office.  For  example:  *James  Bay  Jet.  25 — 1  Toronto.  This 
means  that  the  day  rate  from  Toronto  to  Jairos  Hny  Jet.  is  25 
•ents  for  10  words  and  1  cent  for  each  a('  -.ill  ..  i  '.  and 
the  through  rate  is  found  by  adding  this  ^  I  lie  lof  .u  ratf  to 
Toronto.  Thus,  if  tiie  local  to  Toronto  on  10  n'ord  n»essi:;?e 
was  25  cents,  the  through  rate  to  James  \  •(<:  .  ..uuld  be  iO 
cents. 

OOMMEBCIAL  TELEGRAPH  Ri  Jf  RS 

40.  The  Tariff  Book  supplied  by  each  comj  ^  ves  the 
rates  to  points  reached  by  their  line.  The  Provinces  and  States 
are  shown  in  alphabetical  order  and  opposite  each  one  is  tabu- 
lated the  rate.  The  G.  N.  W.  Company  use  the  heading 
"RATES,"  whereas  the  C.  P.  R.  me  the  wording  "TARIFF 
SHEET." 

In  the  following  table  certain  places  have  been  picked  out 
in  order  to  convey  to  yon  the  exact  method  of  how  the  charges 
on  telegrams  are  found. 

If 
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RATES 


Local  and  State 


.      -  .- 

From  and  To 

Day  lUtM 

To 

Ontario 

Quebec 

N.B. 

Manitoba 

'  .\JdT 

itti 

.\Jd-| 

Ton 

.\Jdl 

T.-n 

Addl 

Words 

Words 

Words 

Words 

Words 

Words 

Words 

Words 

Alabain.-i  

7.")C 

5c 

75c 

5c 

75c 

5c 

75c 

5c 

British  Columbia  

7c 

100c 

7c 

lOOc 

7  c 

75c 

5c 

75i- 

5c 

7-.C 

75c 

5c 

75c 

5c 

Di-laware  

Mi.- 

3c 

50c 

3c 

50c 

3c 

75c 

5c 

(itV 

4, 

60c 

4c 

75c 

5c 

60c 

4c 

"  Chicago  

:.oc 

3c 

50c 

lie 

60c 

4c 

50c 

3c 

Manitoba  

He 

75c 

5c 

76c 

5c 

25c 

2c 

New  York 

(O.N.W.  Offices)... . 

50c. 

3c 

5)>c 

3c 

50c 

3c 

75c 

5c 

4lk- 

3c 

50c 

3c 

50c 

3c 

75c 

6c 

Nova  Scotia  

30c 

•ic 

30c 

2c 

25c 

Ic 

75c 

5c 

M)o 

3c 

50c 

3c 

60c 

4c 

60c 

4c 

' '    Other  Offices   . . 

•ioc 

Ic 

'25c 

Ic 

25c 

Ic 

75c 

5c 

"    Within  12  miles 

l.-c 

Ic 

15c 

Ic 

>,\>i'E.— The  rates  shown  opposite  any  state  or  province  applies  to  all  places 
except  those  places  named  on  Rate  Sheet. — See  Illinois  and  Chicafi^o,  III. 


NIGHT  MESSAGE  RATES 


Where  the  day  rate  for 
10  words  is:— 

15c— Ic 
25c— Ic 
25c— 2c 
30c— Jc 
40c— 3c 


The  night  rate  for 
2*5  words  will  be:— 

Ic  per  word 
25c — Ic 
26c— Ic 
25c— Ic 
30c— 2c 


NOTE 

The  minimum  for  Day  Telegrams  is  10  words  ami  loi  Nij;ht  Telegram.s 
25  words.  Additional  words  may  be  sent  over  the  minimum,  and  charged 
for  in  accordance  with  charges  for  "additional"  words  which  are  shown  after 
the  minimum. 

Kxaiiiplo: — -'5 — 1  means  25c  for  10  words,  Ic  each  additional  word. 
Night  Rate  would  indicate  that  charge  was  2.5c  for  25  words  and  Ic  for  eacli 
additional  word. 
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HOW  TO  FIND  SATES  IN  0.  P.  B.  TARIFF. 

41.  The  Province  of  Ontario  is  divided  into  four  sections, 
numbering  from  one  to  four.  First  of  all  it  is  necessary  to 
know  what  seetion  of  Ontario  your  present  office  is  in.  then  by 
referring  to  the  tariff  sheet,  the  rate  is  shown  from  one  section 
to  another;  but  if  you  require  the  charge  for  extra  words,  you 
would  have  to  refer  to  the  page  with  the  following  heading: 
"Table  of  Night  Rates."  I'nder  this  heading  is  given  the 
charge  for  extra  words  in  a  Day  Telegram,  as  well  as  the  regu- 
lar Night  rate  charge.  In  the  index  to  the  various  offices 
shown  in  alphabetical  order,  there  are  indications  opposite  the 
name  of  the  office  you  are  trying  to  locate,  which  will  indicate 
whether  it  is  located  on  the  C.  P.  R.  line,  or  on  one  of  its  con- 
necting lines.  The  abbreviation  "Ind."  is  shown  over  the 
heading  to  all  points  on  the  C.  P.  R.  system,  as  well  as  its  con- 
nections. A  list  of  its  connections  with  the  indication  is  shown 
on  the  first  page  of  the  book,  thus :  Opposite  the  Canadian  Nor- 
thern Railway  Company,  which  is  a  connecting  line,  the  indi- 
cation would  be  shown  as  "C.  N."  There  are  also  shown  in 
this  book  opposite  various  ofBees  (•),  (••).  (***),  which' indi- 
cate that  the  office  is  situated  on  an  "Other  Line"  station. 
"Special  Delivery"  point,  or  "Telephone"  station.  Whenever 
exceptions  to  rate  sheet  are  shown,  always  refer  to  these  first. 

RATES  TO  (*),  (**),  (***)  STATIONS. 

42.  When  looking  for  a  rate  to  the  above  stations,  the 
"Other  Line"  rate  from  a  C.  P.  R.  station  will  be  shown,  in 
which  case  it  will  bo  necessary  for  you  to  add  the  local  rate  to 
the  C.  P.  R.  station  to  the  rate  shown,  thus:  Changeville.  25  2 
Westfort,  or  ***  Centreton,  25  0  Cobourg.  The  above  illustra- 
tion means  that  you  add  to  your  local  rate  to  Westfort  or  Co- 
bourg the  charges  shown  from  that  point,  which  means  that  for 
10  words  to  Centreton  you  would  charge  25  cents  from  Co- 
bourg, and  in  the  other  illustration  you  would  charge  25  cents 
for  10  words  and  2  c^ts  for  eadi  additional  word  from  West- 
fort. 

43.  The  delivery  charges  to  special  delivery  *•  point*  are 
shown  in  the  TarifiF  Book,  and  it  will  be  nnderstood  that  sneh 
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RATES  TO  STATIONS— ContiiiiMd 

delivery  charges  are  to  be  prepaid.  Telegrams  to  telephone 
stations  means  that  the  connecting  point  will  telephone  the 
message. 

TELBORAm  AT  SENDER'S  RISK. 

44.  Telegrams  to  be  delivered  by  telephone,  mail,  stage 
or  train  are  forwarded  at  sender's  risk  of  delay,  non-delivery 
or  loss  and  must  be  prepaid.  So  strict  is  this  rule  that  if  an 
Operaftor  receives  such  a  telegram  to  be  sent  "Collect'*  it  will 
be  treated  as  prepaid. 

NIGHT  MESSAGES  AND  NIGHT  LETTERS. 

45.  By  a  Night  Telegram  we  mean  a  teU'gram  that  is  re- 
ceived any  time  during  the  day  and  sent  after  6  o'clock  at 
night,  with  the  xinderstanding  that  it  is  not  to  be  delivered 
until  noxt  morning.  The  rate  on  Night  Telegrams  for  local  busi- 
ness is  25  cents  for  25  words  and  1  cent  for  each  additional 
word.  In  sending  such  a  message,  the  sending  Operator  must 
first  transmit  the  word  "Red"  before  the  number  of  the  mes- 
sage and  after  the  cheek,  the  word  "Night." 

46.  By  a  Night  Letter  or  Lettergram  we  mean  a  telegram 
which  may  consist  of  any  number  of  words  up  to  50  or  over. 
This  is  sent  at  the  regular  day  rate  for  10  words,  plus  one-fifth 
the  initial  lettergram  charge  for  each  additional  10  .vords  or 
letters,  thus:  50  words  would  cost  to  a  local  point  25  cents; 
55  words  would  cost  30  cents;  62  words  would  cost  35  cents. 

47.  Night  letters  will  be  accepted  or  collected  on  call  at 
any  hour  of  the  day  up  to  midnight,  or  up  to  the  closing  of  any 
office  before  midnight,  for  delivery  at  the  opening  of  business 
hours  the  following  morning.  They  will  be  transmitted  at  the 
company's  convenience  during  the  night. 

48.  Night  letters  must  be  written  in  plain  English  or 
French  between  offices  in  Canada.  Code  word'  not  allowed 
in  night  letters. 

49.  Night  Letters  may  also  be  accepted  for  all  *.  *•  and 
•••  star  stations  in  Canada  and  the  United  States  at  night  let- 
ter rates  for  "this"  line,  and  unless  otherwise  noted,  full  10 
words  day  rate  for  "other"  line.  To  a  number  of  *  and  ••• 
star  stations,  night  letters  may  be  accepted     night  letter  rates, 
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NIGHT  MESSAGES  AND  NIGHT  LETTERS— Continned 

over  "other"  lines,  as  well  as  over  G.  N.  W.  or  Western  Union. 
These  stations  are  indicated  in  the  Tariff  Book  by  the  lc:ter  L, 
or  NL,  following  the  names  of  the  places.  See  for  example 
Adin  and  Altaville,  Cal. 

00UBTE8T  IH  RECEIVING  TELE0BAM8  FROM 

CUSTOMERS. 

50*  It  should  be  the  aim  of  every  operator  to  give  any  aid 
necessary  to  enable  senders  to  prepare  their  telegrams,  so  that 
errors  or  delays  may  be  avoided.  You  must  time,  count  and 
check  tlrso  telegrams  to  see  that  the  month  and  day  are  cor- 
rectly noted  thereon,  and  the  Province  or  State  inserted  m 
every  ebs.-.  It  is  necessary  always  to  read  each  telegram  re- 
ceived to  see  that  you  understand  it  before  it  is  transmitted. 
Always  see  that  the  telegrams  are  written  on  the  message 
blank.    (See  Rule  2  in  Tariff  Book.) 

RIPBATED  MESSAGES  AND  REQUESTS  FOR  REPORT 

DEUVXRT. 

51.  If  the  sender  of  the  message  request  a  notice  r«  its 
delivery,  the  receiving  clerk  must  insert  in  the  check  the  -  ords 
"Report  delivery."    (See  Rules  3  and  70  in  Tariflf  Book.) 

52.  If  the  sender  request  a  repetition  of  his  message,  the 
receiving  clerk  must  insert  in  the  check  the  words  "Repeat 
back,"  and  charge  a  half  rate  for  the  repetition,  in  addition  to 
the  rate  for  the  message.   (See  Rules  3  and  53  in  Tariff  Book.) 

BPIOIAI.  DEUVSB7. 

53.  A  message  to  be  specially  delivered  beyond  the  free 
delivery  limits  of  the  terminal  office,  and  for  which  the  deliv- 
ery charge  is  not  given  in  the  Tariff  Book,  will  be  accepted 
upon  the  payment  or  frnarantee  of  an  an.  nint  sufficient  to  cover 
the  message  tolls  and  the  probable  cost  of  delivery.  The  words 
"Report  delivery  charges,"  when  the  charges  are  to  be  paid 
by  the  sender,  or  the  words  "Collect  delivery  charges,"  when 
they  are  to  be  paid  by  the  addrenee,  must  be  imerted  in  the 
check  of  such  a  message. 
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TELEGRAMS  DELAYED  THROUGH  WIRE  TROUBLE. 

54.  -  If  a  telegram  be  offered  when  communication  is  known 
to  be  interrupted,  it  will  be  accepted  only  if  the  sender  choose  ■ 
to  leave  it  for  transmission  when  ct    ;iuuiieation  is  restored. 
Fpon  sia-h  a  tclejjram  write  the  words,  "subject  to  delay,"  and 

rcfjiu  st  thi'  sender  to  atlix  thereto  his  signature  or  initials. 

MAKING  PROMISES  OF  TRANSMISSION  ON  DELIVERY. 

55.  Employees  are  particularly  cautioned  against  making 
any  promise  to  customers  respecting  the  transmission  or  deliv- 
ery of  a  nil  ssage.  To  all  such  ((uestious  the  reply  must  be 
given  that  all  possible  dispatch  will  be  used. 

SENDER'S  ADDRESS. 

56.  The  address  of  the  sender  of  a  message,  unless  it  be 
well  known,  must  be  requested  and  recorded  on  the  back  of 
the  message. 

MESSAGES  TO  BE  PREPAID. 

57.  All  messages  must  be  prepaid,  except  free  messages 
and  those  covered  by  Art.  58,  59,— and  79.  See  Rules  13  and 
70  in  Tariff  Bock. 

COLLECT  MI88AOI8. 

58.  An  answer  to  a  prepaid  message,  or  a  message  for 
which  i)aynient  for  transmission  or  for  special  delivery  is  guar- 
anteed by  a  responsible  person,  may  be  accepted  "collect." 

59.  When  a  deposit  has  been  made  to  guarantee  payment 
for  transmission,  or  for  speeial  delivery,  the  deposit  ni; 
returned  after  three  days,  if  no  notiee  of  failure  to  coll; 
charges  has  been  received;  but  if  a  notiee  of  failure  to  c.  -t 
be  received,  the  amount  due  to  the  company  must  be  deducted 
from  the  deposit,  and  the  remainder  returned.  (See  Rules  75 
and  81  in  Tariff  Book,  oi  Art.  82  and  87.) 

SERVICE  MESSAGES. 

()().  Service  messages  between  the  employ<es  of  the  com- 
pany must  be  limited  to  matters  of  an  urgent  nature.  The 
mails  mtist  be  used  in  all  case.i  when  the  service  will  not  suffer 
by  delay. 
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SERVICE  MESSAGES— Continued 

Service  messages  must  not  he  sent  free  for  the  information 
of  customers,  nor  to  correct  their  errors. 

It  must  always  be  taken  for  granttd  that  the  fact  of  no 
request  for  hcttcr  nddress  having  been  received  proves  the  de- 
livery of  the  messapc. 

OFFICES  PRIVATE. 

61.  Operating  rooms  must  be  kept  neat,  rk-au,  and  strictly 
private.  Operators  must  explain  to  their  friends,  whenever 
necessary,  tliat  they  are  not  permitted  to  invite  them  inside  the 
operating  room. 

BEOARDINO  TRANSMISSION. 

62.  No  message  must  be  regarded  as--  transmitted  until 
acknowledged  by  the  usual  signal,  which  is  given  by  the  re- 
ceiving operator  by  either  saying  O.K.  with  his  personal  signal, 
or  simply  opening  his  key  and  giving  his  personal  signal.  Hut 
if  a  number  of  messages  he  sent  in  succession,  the  acknowledg- 
ment of  the  last  may  be  regarded  as  an  acknowledgment  of 
all. 

63.  When  for  any  reason  an  operator  cannot  transmit  a 
message  properly,  he  must  note  the  cause  of  the  delay  upon  the 
back  of  the  message,  and  must  report  the  facts  to  the  manager 
or  chief  operator.  This  may  be  illustrated  in  various  ways. 
For  instance,  if  you  could  not  raise  an  office  by  calling  thom 
in  the  regular  way,  you  would  write  on  the  back  "couldn't 
raise  office."  If  the  wires  were  broken,  you  would  give  this  as 
another  cause;  but  in  such  cases,  they  do  not  alv, ays  report 
the  facts  to  the  manager,  although  should  anything  occur  such 
as  a  complaint  being  received  as  to  why  the  message  was  not 
handled  in  the  regular  way,  you  would  have  these  records  to 
go  by  and  thus  be  able  to  explain  the  circumstances.  In  the 
event  of  any  telegrams  not  being  transmitted  during  the  day 
they  were  received  from  any  cause  whatever,  it  should  be 
attended  to  the  first  thing  before  new  business  the  next  n i  rning. 

64.  No  message  must  be  transmitted  £i"om  dictation  or 
memory,  but  if  such  a  message  were  sent,  it  would  be  necessary 
to  write  the  message  out  in  long  hand  and  file  it. 
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MB8SAOB8  TO  Bl  BINT  AS  WBITTEN. 

65.  Messages  must  be  sent  as  they  are  written,  and  where 
punctuation  marks  are  used,  care  must  l)e  taken  to  transmit 
them  precisely  as  contained  in  tlie  origina'  The  punctuation 
of  a  message  very  often  detemines  the  sense  of  what  is  con- 
tained therein. 

ADJUSTMENT  OF  RELAY. 

66.  Before  opening  circuit,  always  adjust  the  relay  care- 
fully, particularly  in  damp  or  wet  weather,  to  be  sure  that 

other  oflfices  are  not  using  the  line.  In  this  coniieffion  it  should 
be  borne  in  mind  that  the  local  battery  regulates  the  sounder. 
The  relay  is  operated  by  the  main  circuit,  therefore,  by  cutting 
in  the  instruments  "a  the  morning,  or  any  time,  it  is  always 
advisable  to  tost  i;.  the  event  of  the  circuit  not  working  the 
miiuite  the  instruments  are  cut  in.  It  is  strictly  against  the 
rules  to  struggle  for  the  circuit  by  endeavoring  to  break  some 
other  operator  who  is  already  using  the  line.  Therefore,  if 
your  instruments  were  not  adjusted,  you  would  be  liable  to  do 
this  unknowingly. 

BXFUSAL  OF  TBLEORAMB. 

67.  No  operator  must  refuse  to  receive  any  telegram  oflFer- 
ed  by  another  operator,  l)ut  in  case  an  operator  did  actually 
refuse  to  receive  such  a  telegram,  it  would  be  necessary  for  you 
to  report  the  matter  to  the  manager  or  chief  operator. 

VERIFYING  CHECK  OF  MESSAGE. 

"  68.  The  receiving  operator  must  count  the  words  to  see.  if 
the  number  of  words  in  the  body  agree  with  the  check  of  the 
message,  and  otherwise  satisfy  himself  that  the  message  is  cor- 
rect before  allowing  it  to  leave  his  hands  and  before  acknow- 
ledging O.K.  The  quickest  method  in  checking  this  is  to  write 
five  words  to  a  line  and  by  a  little  practice  yon  can  easily  do 
this.  You  will  find  it  a  very  ready  means  of  counting  the  num- 
ber of  words  in  the  check. 
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DUPUOATE  TRAM 

69.  If  to  oorrec't  au  error  in  ;i  mcssiige  or  for  any  other 
reason  a  seeoiid  transmissiou  becomes  necessary,  the  sending 
operator  must  begin  the  second  transmission  with  the  word 
"Duplicate,"  which  word  the  receiving  operator  must  write 
conspicuously  on  the  form  of  the  message, 

TRANimiBSIOH  OF  REPEATED  MSBSAGES. 

70.  Special  care  must  be  observed  in  sending  and  reeeiv- 
in<?  a  message  re(|niring  repetition.  At  tbe  office  of  origin  and 
at"eaeh  repeating  office  an  operator  upon  receiving  back  a  re- 
peated message,  must  carefully  compare  it  with  his  copy  wider- 
lining  or  checking  eaeb  word,  and  if  tbe  repetition  be  found 
to  be  eorreet.  he  must  write  on  the  back  of  the  message  the 
word  "Repeated  l)ack  O.K."  with  his  personal  signal  and  the 
personal  signal  of  the  operator  who  repeated  back  tlie  message. 
Please  remember,  tbat  there  is  a  charge  of  a  half  rate  for  the 
repetition  in  addition  to  the  rate  for  the  nu'ssage. 

TRANSMISSION  OP  INSURED  MESSAGES. 

71.  An  insured  message  must  be  pr  eceded  in  transmission 
by  the  word  "Insured."  and  must  be  repeated  back  from  office 
to  office.  The  receiving  operator  must  carefully  copy  such  mes- 
sage, and  if  it  is  to  be  forwarded  on  another  circuit,  he  must 
hand  it  to  the  manager  or  chief  operator,  who  must  see  that  it 
is  properly  transmitted  over  such  circuit  and  repeated  back. 
The  same  course  must  be  pursued  in  each  repeating  office 
through  which  such  message  may  pass. 

OPERATOR'S  SIGNAL. 

72.  No  operator  must  change  his  personal  signal  witliout 
the  consent  of  the  manager  or  chief  operator,  nor  must  any  two 
operators  in  the  same  office  use  the  same  signal. 

TESTING  THE  T7IRE  CIRCUIT. 

73.  The  chief  operator  of  a  testing  office  which  is  usually 
a  head  office  must  make  early  morning  tests  of  the  wire  circuit 
to  see  that  the  necewry  orders  to  linemen  are  given  and  acted 
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TESTING  THE  WIRE  CIRCUIT-CwrtimMd 

upon  without  delay.   He  must  make  every  effort  to  have  the 

circuits  ready  for  business  at  the  opening  hour.   Whenever  the 
chief  operator  desires  to  test  the  wire,  he  usually  transmits  the 
word  "Wire"  and  this  must  be  recognized  as  giving  the  right 
of  circuit  at  all  times  for  such  purposes.    In  every  local  tele- 
graph office  there  is  a  ground  wire  that  is  connected  from  the 
ground  to  the  switchboard,  and  the  wire  chief,  in  locating 
trouble  or  interiuptions  on  the  wire,  requests  you  to  use  this, 
ill  tpstiu}?  the  circuit.   This  is  simply  done  by  him  transmitting 
"Try  No.  .")."   5  is  supposed  to  be  the  number  of  the  circuit 
and  all  circuits  are  numbered.    In  such  case  you  put  your 
trroiind  wire  plug  in  the  hole  to  see  whether  the  line  is  open, 
east  or  west,  and  then  advise  the  chief  accordingly.    If  he 
calls    you    on    No.    3    wire    and    requests    you    to  try 
No.   5,  you   would   leave  your  circuit  open   on   No.  3 
for  a  moment,  put  the  ground  on  No.  5  and  then  tell  him  on 
No.  3  that  the  circuit  was  open  east  or  west,  whichever  the  case 
may  be.  If.  however,  it  took  you  some  little  time  to  do  this,  you 
had  better  close  your  key  on  No.  3  and  try  the  circuit  in  the 
regular  way.   You  may  be  able  to  call  him  on  the  No.  5  circuit 
referred  to,  provided  the  wire  was  open  beyond  your  oflSce; 
but  if  the  wire  were  open  between  your  office  and  his  office,  you 
would  have  to  go  on  the  other  line  to  advise  him.    In  this 
way  the  chief  is  in  a  position  to  test  exactly  where  the  trouble 
may  be  located.   For  instance,  if  the  operator  at  the  station 
west  of  you  advised  the  chief  that  the  line  was  open  east  and 
you  advised  him  that  the  line  was  open  west  of  your  station, 
it  would  go  to  show  that  the  trouble  would  be  between  the  two 
stations,  then  the  chief  could  give  orders  to  the  linemen  about 
the  exact  location,  and  in  this  way  the  trouble  could  be  adjusted 
quickly.   It  is  a  very  common  occurrence  to  have  trouble  on 
the  various  wires,  as  one  may  leave  the  key  open,  or  a  book 
thrown  near  the  key  is  liable  to  open  the  circuit.   You  must  be 
careful  in  this  connection  to  see  that  the  key  is  alw^ays  closed 
when  you  are  through  using  it.  Should  you  at  any  time  notice 
any  circuit  open  or  not  in  good  working  order,  try  your  ground 
wire  and  report  to  the  despatcher  accordingly. 
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OABM  or  nmTBumiiTS,  battxbus,  etc. 

74.  Each  operator  must  keep  his  inatrumente  clean  and 
always  in  order  ready  lor  business.  The  thumb  screws  and 
other  connections  of  relay,  key,  cut-outm  etc.,  should  be  fre- 
quently t'XHinined  to  see  that  they  are  firm  and  tight.  It  is 
important  that  wires  leading  into  an  office  are  free  from  cob- 
webs, as  in  damp  and  dewy  weather  the  current  i»  seriously 
effected  from  such  causes,  particularly  if  the  wire  is  not  insu- 
lated. 

OUmNO  OUT  mSTBUMENTS. 

75.  Before  dosing  an  office  temporarily  or  for  the  night, 
the  instruments  must  be  cut  out,  care  being  taken  that  the  cir- 
cuit to  the  switch  or  cut-out  is  complete.  Instruments  must 
also  be  cut  out  of  circuit  during  thunderstorms,  in  such  a  man- 
ner as  not  to  prevent  the  line  from  working  through.  If  cir- 
cuit be  open  on  both  sides  of  an  office  after  a  thunderstorm,  it  is 
probable  that  the  relay  is  damaged.  The  line  must,  therefore, 
be  cut  out  and  relay,  etc.,  examined.  If  damaged,  tomporary 
repairs  should  be  made.  If  this  cannot  be  done,  the  superin- 
tendent must  be  notified  by  the  quickest  method. 

PROPER  USE  OF  WIRES. 

76.  Gossiping  over  the  line  is  absolutely  forbidden,  and 
conversation  on  business  must  be  as  brief  as  possible.  The  use 
of  profane  or  indecent  language  over  the  wires  or  obout  the 
offices  is  strictly  prohibited,  and  all  employees  are  earnestly 
requested  to  report  to  their  manager  or  superintendent  any 
case  of  this  kind  coming  under  their  notice. 


Dominion  School  of  Teixorapuy  and  Uailaoadino. 


ZtEUVBtT  raPAETMOIT. 

Intkodiction  : — While  in  tlie  Delivery  Department  the  in- 
stnu'tiiin  fipplics  to  a  larjrc  office  where  iiiesseii^etN  are  em- 
ployed to  tleliver  lelejjniiiis,  delivery  of  iiies-siiges  jire  effected 
in  various  vays,  depending  upon  local  conditiom.  If,  for  in- 
stance, you  were  a  Station  A};ent  and  were  handlin-^  the  Com- 
mercial Telegrapliy  and  you  received  a  message  lor  a  business 
man  up  town,  you  would,  in  all  probability,  'phone  the  message 
to  him,  Wmg  careful  to  check  it  ove**  after  doing  so.  In  'phon- 
ing such  a  message,  it  would  be  necessaiy  for  you  to  put  on  the 
timo  of  <lay  that  the  nnssage  was  'phoned.  You  would  have  the 
original  copy  in  your  possession  then  for  a  reference.  While 
("omiiicrcial  Tclcfrraiiis  arc  expected  to  he  delivered  jiromptly, 
yet  a  person  in  the  position  of  Station  Agent  eould  not  leave  his 
office  and  would  therefore  have  to  arrange  to  get  the  telegram 
delivered  the  best  and  quickest  possible  way.  However,  in  regu- 
lar Coinincrcial  town  ofifices.  they  ustially  have  messengers  to 
deliver  the  telegrams,  hut  if  not,  they  must  deliver  them  them- 
selves. 

HOW  TELEGRAMS  ABB  PBBPABED  FOB  DEUVBBT. 

77.  Eacli  ti'legrain  which  is  to  be  delivered  must  1)p  eopied 
clearly  and  distinctly  and  carefully  sealed  in  an  envelope. 

78.  When  charges  are  to  be  collected,  the  amount  must  be 
written  in  ink  after  "collect"  and  also  upon  the  m^enger's 
delivery  sheet.  It  is  only  in  cities  where  they  have  -jssengers' 
delivery  sheets.  When  telegrams  are  received  collect  from  of- 
fices on  "other"  lines  or  from  telephone  stations,  managers  must 
collect  the  charges  for  "this"  and  also  for  "other"  lines  whr t^ 
the  check  for  such  telegrams  shitw  charges  for  both  lines  or  not. 

INSTRUCTIONS  AS  TO  DEUVERY. 

79.  Instructions  from  the  sending  office  in  regard  to  the 
delivery  of  a  message  must  be  carefully  observed.  A  request  to 
"report  (hiii'crij"  (see  Rule  6)  must  be  answered  by  a  collect 
message  addressed  to  the  sender  of  the  original  message,  stating 
the  time  of  delivery,  or,  if  not  delivered,  the  reason  why. 

When  a  message  is  received  with  a  request  that  it  be  mailed, 
the  I'equircd  postage  stamp  must  be  affixed,  and  the  message 
mailed  at  once. 
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INSTRUCTIONS  AS  TO  DELIVERY_Contino«d 

80.  When  a  niemage  addremed,  for  example,  to  "A.  or  B." 
is  received,  it  will  Im-  •l.  livt  n'd  to  either  one  or  the  other  of  the 

a<ltlr<'».s('(>s.    I  See  Kiili'  -5.) 

81.  Wlu  ti  a  imssane  requires  iin  answer,  the  word  "nn- 
Hwer"  must  be  plainly  written  in  tin-  i)lac.'  providc.l  on  Ww 
nit'ssaK'"'.  and  flif  messenger  must  lie  instnu'ted  to  mak.'  liilisreiit 
effort  to  ol)tain  sueh  answer.  Slunild  lie  fail  to  obtain  it.  lie 
miist  report  the  reason  to  the  delivery  clerk.  Messengers  mnst, 
in  all  cases,  be  supplied  with  the  proi>er  blanks  on  which  answers 
can  Ite  written. 

FAILURE  TO  COLLECT  CHARGES. 

82.  Vlien  special  delivery  eliarps  wliieli  have  I  n  guar- 
anteed to  be  eoMeeted  by  the  office  making  the  delivery,  the  send- 
inn  (illii-e  iii\ist  lie  immediately  notitied  by  a  service  messa-re  and 
also  by  mail  of  the  failure  to  collect  and  of  the  amount  of  the 
eluuKes.  Under  such  circumstances,  the  sender  of  the  message 
would  be  required  to  pay. 

TBLBORAm  DUJVXBED  TO  PBOPKB  PASTIES. 

S:{.  A  telcfiram  nnist  not  be  left  with  a  .lanitor  or  Torter  of 
a  buildin;.'  for  delivery  by  him,  nor  must  it  be  slipped  under  a 
iloor  or  left  in  a  letter  box,  unless  the  addressee  has  filed  with 
the  manager  a  written  request  for  such  delivery,  nor  nnist  a 
messrn^'er  allow  any  unauthorized  jiersoii  to  kimw  to  whom  a 
message  is  addressed,  it  nuist  be  remembered  that  telegrams  are 
of  a  private  nature  and  the  contents  must  be  kept  as  such.  A 
messenger  must  obtain  a  receipt  on  the  proper  form  for  each 
messafre  delivered,  which  receipt  must  include  the  name  of  the 
person  to  whom  delivery  is  made  and  the  titne  of  delivery.  A 
messenger  must  in  no  case  receipt  for  an  addressee.  When  a 
mes.sage  cannot  be  delivered  liecanse  the  a(ldress<'e's  place  of  busi- 
ness or  re^itlenee  is  closed  or  because  no  authorized  person  can  be 
found  to  receive  the  message,  the  messenger  must  leave  a  notice 

at  the  pi;       of  .Kidress  or  in  post  offic-  to  the  etVect  that  a  tele- 

..M-am  for  the  addressee  is  iit  th-  office  of  the  Company  awaiting 
delivery.  The  undelivered  telejrram  must  then  Ic  returned  to 
the  office  with  the  reason  of  non-delivery  endoi-sed  upon  the  mes- 
sage and  must  be  delivered  as  early  thereafter  as  possible. 
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VOll-DILZVnT,  AOOOUm  WBOVO  AIII»IM. 

84.  Win  n  a  iin'ssagu  «annot  Ih»  delivered  becaufie  of  wnmg 
or  ina<U'<|natt'  atldrtss,  or  hccfiiiso  the  addn'ssi  c  is  not  known,  or 
for  any  other  reason,  a  reconl  of  tlie  facts  must  he  made  upon 
the  undelivered  memage,  and  the  sending  <^ee  mnst  be  promptly^ 
notified  l».v  telepraph  of  the  non-delivery:  the  serviee  message 
giving  such  notice  must  contain  the  addretis  of  the  message 
exactly  a»  received,  and  the  reaaon  for  the  failure  to  deliver. 

Tlie  following  will  itluatrate  anch  •  service  mesMige: 
To  Montreal,  Que. 

Your  10  dute  Jon  .-,  i)l  (^iic  n  Strei^t  East,  signed  Smith. 
O.  B.  A. 

(Signed)  Toronto,  Ont..  Dec.  10. 

(Note.— Q.  B.  A.  nieani  Give  better  address.) 

8,').  In  ca-ses  where  the  manager  of  the  receiving  office  ob- 
tains nJiahlc  information  that  tiie  addressee  of  an  undelivered 
message  has  left  town,  and  gone  to  some  other  point  on  the  lines 
of  tkig  Company,  the  message  should  be  iorwarded  to  such  other 
point  'as  per  Art.  12)  at  the  Compani/'s  risk  for  rolhctioit  of  the 
forwarding  tolls,  and  originating  office  notified  by  service  mes- 
sage that  this  has  been  done. 

MESSAGES  DELIVERED  SUBJECT  TO  OOBSIOTXOM. 

86.  If  a  manager  believes  that  an  error  has  been  made  in 

the  transmission  of  a  messam'e  to  his  office,  and  the  correction 
cannot  he  (|uickly  made,  he  must  deliver  the  message,  with  the 
words  "Delivered  subject  to  correction"  indorsed  thereon.  He 
must  then  take  immediate  steps  to  >  ,H,ure  a  correct  copy,  which 
must  be  indorsed  "Correctid  ropn,"  and  must  bo  promptly  de- 
livered. If  no  error  be  found,  a  notice  to  timt  effect  nmst  he 
delivered. 

DBUVEBT  OF  OOLLBOT  WITHOUT 
PATmaiT. 

87.  If  the  addressee  of  a  collect  message  refuse  to  pay  for 
the  same,  it  must  nevertheless  be  tendered  to  him,  or  if  the  ad- 
dressee cannot  be  found,  in  either  <»8e,  notice  of  the  failure  to 
collect  must  at  once  be  given  to  the  ending  office  by  service 
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DBLIVERY  OF  COLLECT  TELEGRAMS- Continued 

measage,  in  ordfi-  tlmt  tin-  tolls  may  In-  ohtnincd  from  the  soiitl.  p 
of  the  menage.  In  tlie  i-tisc  of  a  collect  iiieNsaKe  ori(fiitatiiiK  at 
an  "other"  line  oflire,  notice  of  failure  to  eollect  miwt  he  iwnt 
to  the  coniicctinu  oflicc  as  shnwn  on  the  mewwge.  (See  Rules  13, 
f>0  and  KKt,  in  TaritV  Hook. ) 

DIUVIEY  or  NIGHT  TXLEOBAMS. 

H8.  A  ni>;lit  iiicssauc  nui-it  not.  nnlcss  .  ailed  for.  lie  <li  liv- 
eretl  until  the  niurnin>,'  of  the  nc.\t  business  lia.v  after  its  tlate. 
but  when  callml  for  it  may  bp  delivered  on  the  day  of  itH  date 
upon  payment  of  full  day  rate  in  tlie  case  of  .-i  collect  messay;e 
and  the  ditVerencc  between  tlie  night  and  the  day  in  the  ease  of 
a  paitl  nies.sage.  Th«'  additdonal  amount  eollected  must  be  ac- 
counted for  Hpecially  on  Balance  Sheet  of  monthly  statement. 
Form  15. 

DBUVIEY  or  DIBUEBD  MUtAOBS. 

89.  When  an  insured  message  is  received  at  an  otliee  from 
which  it  is  to  he  delivered,  it  iiinst  be  the  duty  of  the  Manager  or 
the  operator  in  charge  to  satisfy  himself  that  prompt  and  eor- 
rect  delivery  is  made. 

PROKPT  DBUVBEY  IMPOETAHT. 

90.  Special  attention  is  called  to  the  importance  of  ex  i- 

.  cising  all  pomible  promptness  in  delivering  telegrams.  Unavoid- 
able delays  may  some  times  occur  in  transmittin*,'  telegrams  over 
the  wires,  but  it  is  seldom  any  satisfactory  excuse  can  be  given 
for  delay  in  delivering  after  a  message  1ms  been  transmitted. 
Experience  has  proved  that  a  large  proportion  of  the  complaint 
made  against  tiie  Telegraph  Companies  for  delays  can  l)e  traced 
to  negligence  in  delivery.  This  neglect  is  due  in  many  cases  to 
the  messenger,  but  careless  or  badly  behaved  messengers  must 
be  promptly  dismissed.  It  is  the  duty  of  the  nuinager  or  de- 
livery clerk  to  examine  the  delivery  sheet  or  Iwoks  of  messengers 
on  their  return  from  each  service  and  at  the  close  of  the  day  to 
see  that  faithful  delivery  has  been  made  and  that  aH  proper  noti- 
fications have  been  given. 
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TEST  QUESTIONS. 

1.  Upon  \vli;it  t'orin  must  a  commercial  telegram  fortrans- 

missinii  he  wi'itteu? 

2.  Give  ord.  r  of  traiisinissioii  of  a  telcgr;iin. 

3.  What  is  the  miiiiimini  number  of  words  in  a  day  tele- 

gram 1 

4.  What  words  are  counted  and  charged  for  in  a  tele- 

gram? 

5.  How  ai-e  extra  words  in  "check,"  "address."  or  "sig- 

nature" charged  for? 

6.  What  is  a  Tariil'  I>ook.  nnd  what  does  it  contain? 

7.  What  is  tlie  day  rate  fron-  Toronto  to  Winnipeg,  Man.? 

8.  What  is  a  "night  letter,"  and  what  rate  is  charged 

for  same? 

9.  Describe  in  yo\ir  own  words  liow  you  would  find  the 

rate  over  O.  \.  W.  Company's  line  from  Gait.  On- 
tario, to  Canton,  111.  What  would  he  the  rate  on  an 
8  word  message?  On  15  word  message? 

10.  If  you  were  employed  on  C.  P.  R..  how  would  you  find 

the  rate  to  points  in  Ontario.    Where  would  you 

find  charpe  for  extra  words? 

11.  If  you  were  lookintr  for  a  rate  to  a  *,  **,  or  ***  station, 

how  would  you  figure  it? 
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SUPPLIES  FOR  STUDENTS 

We  always  keep  on  hand  the  necessary  supplies,  so  that 
students  need  not  go  outside  the  school  to  get  anything  they 
require  in  connection  with  their  studies. 

A  student  beginning  his  course  in  the  Day  School  pays  $2.00 
for  his  instruction  books  and  a  supply  of  stationery.  The  sta- 
tionery consists  of  scribbling  books,  writing  pads,  speed  examina- 
tion pad,  two  pencils,  pen  holder,  two  pen  points,  in  addition 
to  having  the  regular  station  forms  which  are  supplied  in  the 
stations.  The  message  blanks,  etc.,  are  not  required  until  such 
time  as  a  student  gets  in  the  senior  class. 

The  following  articles  may  be  purchased  any  time  through 
the  school: — 

Telegraph  Learner's  Outfit,  including  dry  cell  battery 

^"''^•'■^   $3.00 

Individual  Telegraph  Key  (Leg),  each   1.75 

Individual  Telegraph  Key  (Legless),  each   2.25 

Individual  Telegraph  Sounder,  each   2.75 

Bell  Wire  for  connecting  instruments,  25  feet  for  15 

Blue  Vitriol  (for  Gravity  Battery),  per  lb  15 

Jar  for  Gravity  Battery  

Gravity  Battery,  complete,  with  copper,  zinc  and  Blue 

Vitriol,  I  lb   ,  2- 

Dry  Cell  Battery,  each   2I 

Fountain  Pens,  Special  

Stylusses  for  writing  train  orders,  each  25 

Scribbling  Pads,  each   .o^ 

Examination  Pads  (3  for  250),  each  ,0 

Pen  Holders,  each...  

Pencils,  2  for  

 '   .0^ 

Resonators  (adjustable),  each   ^.-0 

Penmansiiip  Book,  Part  i  .15 

Penmanship  Book,  Part  2   2- 

Mecrograph  (A  Hand  Sending  Instrument).   9.00 

Automatic  Telegraph  Transmitter  (for  home  study  pur-  " 
P°«^)   25.00 
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